>
SCHOOL DISTRICT

Position Title: PowerSchooRnalyst PCN: 13710055
i Location/ ; 1 i

Department/School: | Studentnformation 3999Bridge View Drive

p Address: | N. CharlestonSC 29405
Reports to(Title Directorof Studentinformation Work . _
only): e 800 am to 5:00 pm
?:zzlta(\egg/f;_smon [=] Non-Certified Administrator ~ [_] Certified Administrator ~ [_] Non-Exempt Hourly ~ [] Teacher
Class Title/ DBM .

C42 Position # 240
(to be completed by of days
HR)
Travel Required Sometravelmayberequired FLSA [=] Exempt
Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

Providetraining,customizedeports,andtechnicalassistancéo schoolsn theimplementatioranduseof studentdatamanagemer

system.

REQUIRED QUALIFICATIONS:

EDUCATION: [ ] High School Diploma or Equivalent
[ ] Master’s Degree

EXPERIENCE & TRAINING:
» Musthaveabachelor'siegreeor 3 to 5 yearsof experiencanalyzingdatain Powerschoobr othersimilar studeninformation

system.

[=] Other

[ ] Associate’s Degree

[] Bachelor’s Degree
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LICENSING/CERTIFICATION:

OTHER SKILLS/REQUIREMENTS:

Customer-serviceriented;Sufficientknowledgeof databasesjueries dataanalysisdocumentationandhardwarecareandupkeep
Ability to assistin the operationsavailability, accessibilityandintegrity of dataprocessingystemsAbility to handlerequestand
complaintsfrom end-userandotherpersonnein a professionahndeffectivemannerAbility to interactandcommunicate
effectivelywith studentsparentsieachersadministratorscolleaguesndall otherstakeholderivolvedin theactivitiesof thejob

PREFERRED QUALIFICATIONS:

SQL knowledge school-baseéxperiencePowerSchooCertification;Experiencen acomputer-relateéield

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: __ # of non-exempt/classified ____ # of exempt/administrators/teachers
Indirect Reports: ___ # of non-exempt/classified ___# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

 Createzustomizedeportsandreportcardsin PowerSchoolin responséo schoolanddistrictneeds
« Assistswith theroll-out of PowerSchootomponentssuchasthe parentaportalandautomaticcall-outs.

* Providegtechnicalsupportto PowerSchoo{PS)schooluserso helpthemachieveandmaintainproficiencyin the useof State
Departmen{SDE)/CharlestoCountySchoolDistrict (CCSD)supportedlatamanagemergoftware;

« Conductsvariouslevelsof PowerSchootrainingfor schooldataentry clerks,guidancecounselorsprincipals,district personneand
otherusersof the software.

« Coordinateshe assignmenanduseof SDE/CCSDdefineddatafields within PS. Assistswith the standardizationf computer
operationsandprocedures.

« Extractsdatafrom PowerSchoolisingqueriesin eitherSQL, ORACLE, or PowerSchoohndmanipulatinghatdatain othersoftware
formssuchasEXCEL, Accessegtc.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

» Workswith school/districtstaffto ensurePowerSchootlatais asaccurateaspossibleusingqueriesandthe DataCentralwebsite;

« Performsall otherdutiesasassigned

PHYSICAL/MENTAL REQUIREMENTS:

Dexterity of handsandfingersto operatea computerkeyboardmouseandto handleothercomponentsAbility to sit and/standor
extendedgeriodsof time; Ability to completemoderatelycomplexadministrativgpaperworkin atimely manner;Ability to work
with little supervisionmeetroutineandcritical deadlineghatcanfluctuate,organizatioris key to alleviatestressExertingupto 10
poundsof force occasionallyandableto lift, carry, pull or otherwisemoveobjects;andWorking extendedvork hourswhen
needed.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be
misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Date
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources Nicole Joyner Date 06/12/2018
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	Position Title: PowerSchool Analyst
	PCN: 13710055
	DepartmentSchool: Student Information
	Location Address: 3999 Bridge View Drive
N. Charleston, SC 29405
	Reports toTitle only: Director of Student Information
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: C42
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Some travel may be required
	undefined: On
	undefined_2: Off
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: On
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: • Creates customized reports and report cards in PowerSchool  in response to school and district needs

• Assists with the roll-out of PowerSchool components, such as the parental portal and automatic call-outs.

• Provides technical support to PowerSchool (PS) school users to help them achieve and maintain proficiency in the use of State Department (SDE)/Charleston County School District (CCSD) supported data management software;

• Conducts various levels of PowerSchool training for school data entry clerks, guidance counselors, principals, district personnel and other users of the software.

• Coordinates the assignment and use of SDE/CCSD defined data fields within PS.  Assists with the standardization of computer operations and procedures.

• Extracts data from PowerSchool using queries in either SQL, ORACLE, or PowerSchool and manipulating that data in other software forms such as EXCEL, Access, etc.


	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: Nicole Joyner
	Date_4: 06/12/2018
	Job Purpose: Provide training, customized reports, and technical assistance to schools in the implementation and use of student data management system.
	L/C: 
	other skills: Customer-service oriented; Sufficient knowledge of databases, queries, data analysis, documentation, and hardware care and upkeep; 
Ability to assist in the operations, availability, accessibility and integrity of data processing systems; Ability to handle requests and complaints from end-users and other personnel in a professional and effective manner; Ability to interact and communicate effectively with students, parents, teachers, administrators, colleagues and all other stakeholders involved in the activities of the job
	Preferred Qualifications: SQL knowledge; school-based experience; PowerSchool Certification; Experience in a computer-related field
	Primary Cont'd: 
	Secondary: • Works with school/district staff to ensure PowerSchool data is as accurate as possible using queries and the Data Central website;

• Performs all other duties as assigned

	Physical: Dexterity of hands and fingers to operate a computer keyboard, mouse and to handle other components; Ability to sit and/stand for extended periods of time; Ability to complete moderately complex administrative paperwork in a timely manner; Ability to work with little supervision, meet routine and critical deadlines that can fluctuate, organization is key to alleviate stress; Exerting up to 10 pounds of force occasionally and able to lift, carry, pull or otherwise move objects; and Working extended work hours when needed.
	Exp/Training: • Must have a bachelor's degree or 3 to 5 years of experience analyzing data in Powerschool or other similar student information system. 
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